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AOﬂic‘e Memor;mdzzm e UNITED STATES GOVERNMENT

TO : Current Audit Section Personnsel ‘ DATE: 25 Sep 51

FROM : Chief, Current Audit Section
SUBJECT: Audit Section Station Files

1, The Audit Section station files sre working files, and are intanded to
serve as sn aid to audit and as a record of completed s2udit action. They should,
therefore, take the following formi

A, The left side of the file should contain evidence of any pending
sction, such asi

(1) Bxtracts of, anq/or reference to auvthorizations, app;ovals,
etca, as such information becomes availables

(2) Suspended vouchers vending further actions

(3) "Third™ copiss of any audit initiated ad justment vouchers
pending processing by the Accounts Branch,

(4) Any such other information as may be deemed pertinent to the
audit of futurse eccountings,.

Be  The right side of the file is intended to reflect completed audit
action, snd should contains

(1) Copies of outgoing correspondence rertaining to accountines.
(2) Copies of processed edjustment vouchers,

(3) Any such other material as reflects completed action, as a
rosult of audit performed, '

Ce  All material on both sides should be in "date™ order (the most
recent, uppermost),

2e At such time as any pending item becomes an sction of record, it will
be handled as followss:

Vouchers which have besr suspended pending furthsr action will be re-
moved from the left side and forwarded to Accounts Branch, torether with properly
documented adjustment vouchers, at such time as required action-bssis information
is receiveds A "third" copy of the pertinent adjustment voucher will be filsd on
the left side until action processing has bsen completed by Accounts, when such
"third" copy will be destroyed and the second or "audit" copy, showing the posting
voucher number, will becoms a part of the right side of the file.
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3+ Cooperation in maintaining the file
responsibility of all individuals working the
files and finding their order at varience wit
arrange such files to their proper order, the
and more readily facilitating continued prope




